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Preface

In July of 2005, the Department of Administrative Services added an Agency Contract
Index (ACI) function to the Georgia Procurement Registry (GPR) to make it easier for
state agencies to manage Agency Contracts. The new feature is on the GPR Bid Posting
System Menu under the category of Government Unit Information and identified as the
“Agency Contract Menu” link (Security Level 6 Only).

Other security levels for administering and managing Agency Contracts are listed in the
following table:

Security Level Responsibilities

1,2and 6 e Post aBid
e Posta Bid as an Agency Contract
e Make an Award

6 Agency Contract Maintenance Menu

e Add Contract Information - without a Bid Notice
» Manually place Agency contract in GPR

e Add Contract Information - with a Bid Notice
» Any bid processed prior to 07/08/05 (FY06 funds)

e Update Contract Information
» Renewals, extensions or changes to the contract

Public Agency Contract Menu
» To view all Agency Contracts

The ACI provides a comprehensive listing of all agency contracts. State agencies can use
this feature when they want to locate information on commodities and services already
contracted by other agencies. This will assist buyers wanting to piggyback off existing
contracts and those searching for examples of specifications, requirements, or current
commodity and service costs.

Every agency will be required to enter all fiscal Year 2006 Agency Contracts into the
ACI, if they have not already been entered into the GPR Bid Posting System. This
includes contracts issued both prior to and after July 1, 2005. This manual provides step-
by-step instructions on entering or editing Agency Contracts.
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Section 1: Posting Agency

Co

ntracts

Post

ing the Bid on the GPR

The Bid Posting System (also known as the Buyer Side of the GPR) is located on the
DOAS State Purchasing website at http://statepurchasing.doas.georgia.gov under the

Servic

es, State Government section.

geOrgia.gov”

Online access to Georgia government

georgia.gow > Agencies & Organizations > Departrment of Adrinistrative Services > State Purchasing

Services
State Government State Government
Wendors
Local Government State Purchasing offers the following services for state agencies,

. L authorities, boards, commissions, and colleges and universities,
Mon-Profit Organizations

all Services Agency Tools
State Agency Procurement Officers' guidelines and procedures,

Back to:
Haome

Bid Posting System
Enables registered agg
doTTmeres ot Eorgia Procurement Registry, maintain agency
user profiles, and solicit and receive bids electronically through
the E-Quote system.

pef users to post bid notices and

Debarred and Suspended Contractors

List of Wendors who are currently suspended and/or debarred
from use by State of Georgia and the "Federal Excluded from
Procurernent list."

E-Quote

A free web-based procurement sourcing tool that enables agency
buyers to solicit and receive bids electronically at their desktops
hw autnmating the faved hid nrocess corrently bheino utilized

State Purchasing

Department of Administrative Services

Wednesday, July 0&, 2005

I 2

+ Staff Director
+ FAQ

+ Sitema

Related Links
« Office Supply Program

Click:

Bid Posting System
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http://statepurchasing.doas.georgia.gov/

The following screen will appear:

geOrgia.gov”

Online oecess to Georgia governmant

georgia.gov > Agencies % Organizations > Department of Adrinistrative Services > State Purchasing Wednesday, July 06, 2005

State Purchasing

Department of Administrative Services

All Services

Georgia Procurement
Registry

Vendor Registration System

Bid Posting System
E-Quote

Reverse Auction
Wendor Relations
Regquest for Proposals
Statewide Contracts
Request for Quotes

Furchasing Card Program

Back to:
Services

Horme

| [<]

Bid Posting System

The State Purchasing Bid Posting System is used by registered
agencies to post {upload) bid notices and documents to the

Georgia Procurement Registry, maintain registered agency user » Staff Directar
profiles, and to solicit and receive bids electronically through the - _QA
E-CQuote system. = Siterna

For additional information about the State Purchasing Bid Posting
Systern call DOAS' State Purchasing at 404-657-6000,

Georgia Procurement Registry Users' Guide

This guide will step you through the log in procedure and how to
change your user password, TYou'll also learn what functionality is
awvailable to you based on your security access.

Associated Document(s):

apr_userquide.doc
({MS Word, 6,370KB, 51 pages)

State Purchasing Bid Posting System
Agency buyers must be registered to acces
= b site)

is secure online

georgia.gov | Privacy | Important Motices | Accessibility | Partal Assistance

Click:

State Purchasing Bid Posting System
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Security Alert x|

rio Y'ou are about to view pages over a secure connection.
]

A information you exchange with thiz zite cannot be
viewed by anypone elze on the \Web.

[ In the future, do not show this warking

; tare [nfo |

If the Security Alert box displays:

Click:

The following screen will appear:

Georgia Procurement Registry System

Please enter your 6 to 8 digit alpha or numeric password to login.

Forget password? |

Please note that your UserID and Password are case sensitive,

User ID: Igporster@doas.gﬂ-gov

Password: Iwm.{

Save password:

[T (30 days per chack)

Type the following information:

User ID: E-mail address
Password:  password

Click: or press Enter
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The following screen will appear:

N -
-

- S e |

MAIN MENU SUBSCRIPTION LIST BROWSE FOR BIDS CONTACT US

Bids Needing State Purchasing Approval
or
Awarding by the Agency

Click on the Bid Title to view the bid posting.

Bids with a "Process Needed" of "approval" can NOT be viewed by the public,

Click on the "Please Award" to Award the bid or complete the RFI.

‘BID NUMBER ’BID TITLE |;2;.3:E DATE ’:e”;:le::
\46100-030- |13 inch TV/VCR Combo |2003-05-14 [pleﬁ
. bdain kenu
Click: MAIN MENU at top of screen or press the| I button at the

bottom of screen.

The following screen will appear:

|
,.
P’

: ~r L . : 3 . . - o !
'L‘.»‘:‘ ivel oy S - S

P e _

SUBSCRIPTION LIST BROWSE FOR BIDS CONTACT US

The Georgia Bid Posting System

Many of the Bid Docurments contained herein are available in Portable Document Format (PDF) files, The
Adobe Acrobat Reader is required to view and print PDF files, Download the free Adobe Acrobat Reader from
the Adobe Web site, if necessary,

AGENCY LINKS TO THE PROCUREMENT REGISTRY

Customize a Procurement Registry for vour Government Entity.

ANQTICES AND DOCUMENTS

Bid Processing

Click: Bid Processing
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The following screen will appear:

S

BROWSE FOR BIDS CONTACT US

Bid Processing

Many of the Bid Docurmnents contained herein are available in Portable Document Format (PDF) files, The
Adobe Acrobat Reader is required to view and print PDF files, Download the free Adobe Acrobat Reader from
the Adobe Web site, if necessary,

Delete a Bid

Add a Documnent to a Bid

Delete a Bid Document

Notification List (Emailed at bid postin

Return To Main Menu

PR_bid_menu

Click: Post a Bid

The following screen will appear:

PankaioDenen

|
R
£ 3
| =

Ue‘l\ie‘;\:l, ALE

BID MENU BROWSE FOR BI

Post A Bid

** denotes mandatory data.

Didinvocess %4 I—Bid Process — ']
Rurchasing Typa; “** I— Purchase Type — 'l
Category.Type i I— Category Type — vl

Bid Number L I

Agency Code /Name 46100%**JUVENILE JUSTICE,DEPARTMENT OF

Fiscal Year i INOHE Selected 'I

Bid Title ot I

Contact Name R I
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To post the bid, follow these step:

o Select the appropriate Bid Process using the drop-down box:

RFOl =

— Bid Process —

Select the appropriate Agency Contract Purchase Type using the drop-down box:

Agency Contract - Fixed -

—Purchase Type —

Agency Contract- Open

‘Amency Contract - Fixed

Agency Contract - Rental and Lease Furchase
Agency Contract- Service Maintenance

Agency Contract - Installment Purchase/Sales Financing
Canstruction

Cpen hMarket
Sole Brand
Sole Source

Complete all mandatory data fields and select the validated Dollar Range. At the bottom
of the form, select the appropriate NIGP code by number or Key Word.

Click: ‘ Check This Form |

Using the GPR for Agency Contracts July 2005




The following display box will appear:

Microsoft Internet Explorer x|

& Mo data Formatking errors were detected, The bid may now be posted.

Click:

Click: | Postthe Bid |

The following screen will appear:

/2 PR_bid_processing - Microsoft Internet Explorer
File Edit View Favorites Tools Help

GBack - & - @D [A) 4| Qoearch [ilFavories Predin (B | BN S = E

Address [&] http:jprocurementtest/PR _routing.jsp | @60 |tinks >

Bid Processing

Return To Menu

The bid was successfully posted.

This is an approved bid and the process to email the appropriate vendors has been initiated.

The total number of contacts selected is : 30.

Dune

[T [ BB ocalintranet

Click: | Return to kain bMenu

to return to Bid Processing

The bid status is now under evaluation.

July 2005 Using the GPR for Agency Contracts



Adding Documents to the Posted Bid

- L

S
BROWSE FOR BIDS CONTACT US

The Georgia Bid Posting System

Many of the Bid Documents contained herein are available in Portable Document Format (PDF) files, The

the Adobe Web site, if necessary,

AGENCY LINKS TO THE PROCUREMENT REGISTRY

Customize a Procurement Registry for your Government Entity.

NOTICES AND DOCUMENTS

Bid Processing

Adobe Acrobat Reader is required to view and print PDF files, Download the free Adobe Acrobat Reader from

Click: Bid Processing

iveRu b
- Lo o

MAIN MENU SUBSCRIPTION LIST BROWSE FOR BI CONTACT US

Bid Processing

Many of the Bid Docurmnents contained herein are available in Portable Docurnent Format (PDF) files, The

Adobe Acrobat Reader is required to view and print PDF files, Download the free Adobe Acrobat Reader from
the Adobe Web site, if necessary.

Post 3 Bid
Edit a Bid

Delete a Bid
Add a Document to 3 Bid

Del& o ent

Notification List (Emailed at bid posting) for a bid plus the ability to re-send an Email to the same list.

Return To Main Menu I

Click: Add a Document to a Bid

PR_bid_menu §
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The following screen will appear:

goruia Procurement B

DeliveRy b

i - ""‘__
CONTACT US SUBSCMBEFORBIDNOUCES PROCUREMENT LINKS

Select the desired Fiscal Year

# None Selected
 Fiscal year 01
 Fiscal year 02
C Fiscal year 03
 Fiscal year 04
" Fiscal year 05
 Fiscal year 06
" Fiscal year 07
 Fiscal year 08
" Fiscal year 09
 Fiscal year 10
C Fiscal year 11
 Fiscal year 12
 Fiscal year 13
 Fiscal year 14

PROCESS |

RETURN TO MENU

PR_bid_display_criteria

Click: Desired Fiscal Year

Click: FROCESS
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The following screen will appear:

Moo ke i r-"ﬁ,’ﬁ"HP ‘?\a* B
| § | — = ¥ *‘

(1A | & -
(A SR

CONTACT US SUBSCRIBE FOR BID NOTICES PROCUREMENT LINKS

RETURNTOMENU |

Bid List for Bid Document Posting Selection

BID NUMBER BID TITLE AGENCY CODE
4610612345 Security Beds JUVENILE JUSTICE,DEPARTMENT OF

RETURN TO MENU

Click on the bid number for which documents are to be added.

PR_bid_display

10 Using the GPR for Agency Contracts
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Select the Bid Document to be posted from your computer using the button
and then enter the name you want on the Registry for this document (see example below).

Add A Document

Bid Number 4610612345
Agency Code 46100
Fiscal Year 06

The posted document will appear after the location selected. F

Bid Docurnent to be posted from your cornputer, P054610046100-030-01  Browse... ]

Enter the narme you want on the Registry for this docurnent. [RFQ and Specifications]

PROCESS |

RETURNTOMENU |

FROCESS

Click:

Note: Once Processed, if additional documents are needed for this bid, select
“Add another Document for this Bid”.

July 2005 Using the GPR for Agency Contracts 11




Once the bid has been posted to the GPR, an e-mail is sent to all vendors registered with
the NIGP Code(s) selected for this bid. See sample e-mail below:

A State of Georgia Agency (JUVENILE JUSTICE,DEPARTMENT OF) has a bid to
which your company may want to respond. The bid is entitled -Security
Beds.

Click on the link below for more details:

http://procurementtest/PR bid notice.jsp?bid op=06461004610612345

If your company does not provide this commodity or service, and you do
not want to receive further notices about this commodity or service,
please revise your NIGP Product Item Code selections on our website at:

http://venderreg.doas.state.ga.us/VendorDB/mainframe.jsp

Follow the link to the 'Vendor Registration System'; 'Login' to your
vendor profile and follow the instruction to update the information.

12 Using the GPR for Agency Contracts July 2005



http://procurementtest/PR_bid_notice.jsp?bid_op=06461004610612345
http://venderreg.doas.state.ga.us/VendorDB/mainframe.jsp

Making the award decision

Once the bid is ready to be awarded, login to the GPR.

rﬁﬁ*” - i‘ﬁf‘r‘r‘t‘
‘_nvelu

- S

MAIN MENU SUBSCRIPTION LIST BROWSE FOR BIDS CONTACT us

Bids Needing State Purchasing Approval
or
Awarding by the Agency

Click on the Bid Title to view the bid posting.
Bids with a "Process Needed" of "approval" can NOT be viewed by the public,

Click on the "Please Award" to Award the bid or complete the RFL

|sm NUMBER !sm TITLE 'cmse DATE |Process

TIME Needed

[+6100-030- [13 inch TV/VCR Combe [2003-05-14 [Please

Find the appropriate bid number to be awarded and click “Please Award” under the

Process Needed column.

July 2005 Using the GPR for Agency Contracts
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The following screen appears:

CONTACT US SUBSCRIBE FOR BID NOTICES PROCUREMENT LINKS

CLOSE WINDOWY

Bid Award Processing

Fiscal Year 06
Agency Code 46100
Bid Number 4610612345

Award (RFI Completion) information must be entered into the system. You may use one of
two methods to post this information. They are listed belov. When this information is
processed the bid status will change from "Under Evaluation” to “Avarded” or
“Completed" for RFI's.

#ward (Completion) Document from your desktop computer,
Browse

Process Your Deskiop Dacument

Enter the Award (Completion) information in the text box below

Process the Information in the Text Box

To attach an electronic notification of award

Click: “Browse” under ---------------- USE THIS----------------

your file.
Click Frocess Your Desktop Document

OR

If an electronic notification of award is not available, enter the award information in

the text box shown below---------------- OR THIS---------------- .
Click Frocess the Information in the Text Box

and locate

14 Using the GPR for Agency Contracts
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The following screen will appear:

Z PR_bid_award_processing_02 - Microsoft Internet Explorer

File Edit View Favorites Tools Help

GBack + = - @[] A | Qoearch [Favorites Preda (B | B S = 15

Address @ http:/{procurementtest/PR_bid_award_processing_02.jsp

Google - [ || psearchweb « | 3 | Betblocked Eluiori | fdoptions

Bid Award Processing
Award has been processed

This bid has resulted in an Agency Contract.

Continue

[T B oclinene:

Cantinue

Click:

July 2005 Using the GPR for Agency Contracts
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The following screen will appear: (Detailed instructions on the following page.)

L
BID MENU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT UPDATE
Update Contract Information | Feset

' Ghange NIGP assignment @ No change to NIGP assignment

NIGP Code Description
476z

Contract Bid Process RFQ

Contract Purchase Type Agency Contract - Fixed
Contract Catagory Type Sersicas

Contract Agency CORRECTIONS, DEPARTMENT OF

Contract Title [Mask, Medical

Cantrack Number [46700-001-000030059

Contract Effective Date (mmddyyyy) [o7 01 2005
Contract Expire Date (mmddyyyy) 06 |30 _|?o06
Contract Value (To the nearest dollar) I' 20000 g

Buyer assigned to the Contract

Mane assigned

Foy Saadia
Landers Wes
Margan

Ruff

Shepherd

Contract Summary Description

Medical face mask with elastic on each side. =]

Keywords for Search

Medical face mask

Contract Comments (optional)

/L

Update Contract Information

16
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Detailed instructions for Agency Contract Update Screen

NIGP Assignment  System defaults to “No Change to NIGP assignment”

. Change MIGP assignment % Mo Change to MIGP assignment

To change or add additional NIGP codes

Click:

« Change MIGP assignment T Mo Change to NIGP assignment

And select the appropriate 5 digit NIGP code or codes.

Contract Title:

Contract Number:

Contract Effective Date:

Contract Expiration Date:

Contract Value
Contract Buyer:
Contract Summary
Description:

Keywords for Search:

Contract Comments:

Click:

Defaults from the bid posting information. Title can be
changed if necessary.

Defaults from Bid Number.
Enter the effective date for this contract.
Enter the expiration date for this contract.

Enter to the nearest dollar value the amount of the contract.
(Numeric Only)

Defaults from Contact Person listed on the Bid Information
To change buyer, select from drop down list.
Enter a detailed description for this contract. (Required)

Enter the word or words that enable users to search for this
contract. (Required)

Add any additional information or comments about the
contract. (Optional)

Update Contract Information |

July 2005 Using the GPR for Agency Contracts 17




The following screen will appear:

/A PR_AGENCY_contract_post_update - Microsoft Internet Explorer =8 x]
File Edit View Favorites Tools Help [
EBack v =& - (@D 4| Qoearch [iiFavorites  @mredia @' A-S = E

Address IEhttp:IIprucurementtest!PR_AGENCV'_cuntvact_maintenance_nigpa,jsp?WhatTouu= idProcess=RFi urchaseTyp y+Contract+-+Fixed: ;I ?G\) |Links 2y

Google - | || psearchweb - | §3 | Bh4tblocked Faori | Eoptions 2

AGENCY CONTRACT POST

The contract was successfully Processed.

Return to Main Menu I

Public Agency Contract Menu I

fa T [ | Local intranet.

To view all agency contracts, click the Public Agency Contract Menu button.

The automated process for entering agency contracts into the Georgia Procurement
Registry (GPR) is now complete.
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Section 2: Maintaining Agency
Contracts in the GPR

Add Contract — Without a Bid Notice

Login to the GPR system and access “The Georgia Bid Posting System.”

\Reataia Proct
N N

SUBSCRIPTION LIS BROWSE FOR BIDS CONTACT US

Help

The Georgia Bid Posting System

Many of the Bid Docurnents contained herein are available in Portable Docurnent Format (PDF) files. The
Adobe Acrobat Reader is required to view and print PDF files, Download the free Adobe Acrobat Reader from
the Adobe Web site, if necessary.

AGENCY LINKS TO THE PROCUREMENT REGISTRY

Customnize a Procurement Registry for your Government Entity.

POSTING BID NOTICES AND DOCUMENTS

Bid Processing

Scroll to the bottom of the screen

GOYERNMENT UNIT INFORMATION

Agency Information

Edit Agency Information

Agency APC [Agency Procurernent Officer) list and Emnail APO
Wendor Sourcing Madule (List and/or Ernaill

MIGP key word search and Wendor Sourcing Module (List and/or Ernail

Wendor List (camplete]) This may take several minutes,
Cormplete 5 digit NIGP list
SrTEE Meny

Agency Contrack Menu

PR_rnain_rnenu

Click: Agency Contract Menu:

July 2005 Using the GPR for Agency Contracts




The following screen appears:

BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT(S)
MAINTENANCE MENU

Add Contract Information - without a Bid Notice

Add Confract Information - with a Bid Notice

Update Contract Information

Public Agency Contract Menu

Return to Main Menu

Click: Add Contract — without a Bid Notice

ontract_maintenance_menu

20 Using the GPR for Agency Contracts
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The following screen will appear: (Detailed instructions on the following page.)

BID MENU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT(S)

Add an Agency Contract

MNext Step Reset

fontract Agency [ 40200-AGRICULTURE DEPARTMENT OF |

Contract Buyer HUMMNICUT T—ANITA =

Contract Tide

|Jamturia| Services

Contract Number I4DZDD*UUW*DDDDDWEB45

Contract Effective Date (mmddyyyy) lFlr 2005
Contract Expire Date (mmddyyyy) WlT 2006
Contract Value (To the nearest dollar) W00 00

Contract Description

Janitorisl Service for Farmers Market

Keywords for Search

Cleaning, Janitorial, Custodial, Services

Comments pertaining to the Contract { Optional)

=

MNext Step Reset

July 2005 Using the GPR for Agency Contracts
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Detailed instructions for Adding Agency Contracts
Without a Bid Notice

Contract Agency: Select Agency from drop-down box.
Contract Buyer: Select Buyer from drop-down box.
Contract Title: Enter Title of Contract

Contract Number: Enter Contract Number

Contract Effective Date: Enter the effective date for this contract.

Contract Expiration Date: Enter the expiration date for this contract.

Contract Value Enter to the nearest dollar value the amount of the contract.
Contract Description: Enter a detailed description for this contract. (Required)
Keywords for Search: Enter the word or words that enable users to search for this

contract. (Required)

Contract Comments: Add any additional information or comments about the
contract. (Optional)

Click:
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The following screen will appear:

BID MENU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACTS

3 Digit NIGP

Five DigitNIGP Selection | Reset |

NIGP codes are assigned to Statewide Contracts at the 5 digit level.
Select the 3 digit codes from which you would like to select the 5 digit codes.
You will make the 5 digit selection from a list on the next page.**

[T oos aerastves

[T 010 AcousTICAL TILE, INSULATING MATERIALS, AND SUPPLIES

[T o1s ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS,
INKS, PAPER, ETC.

[T 019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS, AND VEGETABLES

Select the appropriate 3 digit NIGP Code.

Click: | Five Digit NIGP Selection

July 2005 Using the GPR for Agency Contracts
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The following screen will appear:

AGENCY CONTRACT

5 Digit NIGP Assignment

Post Contract I Resetl

** denotes mandatory data.

NIGP codes are assigned to Statewide Contrats at the S digit level. Below is the list of the three(3)
digit NIGP codes you selected on the previous page along with all the five(S) NIGP codes within the
selected 3 digit codes.

Select as many 5 digit codes as applicable using this process.**
910-00 BUILDING MAINTENANCE AND REPAIR SERVICES

Acoustical Ceilings and Walls: Cleaning, Installation, Restoration, Maintenance and Repair
[IYYENI] 4. 3

Select the appropriate 5 Digit NIGP Code.

910-27 Garbages/Trazh Removal and Dizposal
910-30 Glazs Replacernent, Maintenance, and Repair

910-36 Heating, Air Conditioning, and YWentilation Maintenance and Repair Services

[ i

210-37 Incinerator Repair and Maintenance

[T s10-38 Insulation and Asbestos Installation, Maintenance, Repair and Removal Services (Includes
Inspection and Monitaring)

V¥ 210-33  lanitorialfCustodial Services

[ s10-4z2 Kitchen and Bathroom Fixture Repair (Mot Plurmbing): Bathtubs, Sinks, Cabinets, Counter
Tops, et

[ s10-45 Lathing and Plastering Maintenance and Repair Services

[ s10-46 Lead Poisoning Contral and Reducion

[T 910-47  Lead abaternent Services

[T 210-42 Locksmith Services

[ s10-45 Loading Dock and Associated Accessories Maintenance and Repair

[T s10-51 Maszonry, Concrete, and Stucco Maintenance and Repair (Incudes Inside Concrete Sawing
Wark )

Click: Fost Contract

24 Using the GPR for Agency Contracts
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The following screen will appear:

neliveRy &
del 1\.{8‘-‘."'23 cE N
BID MENU BROWSE FORBIDS CONTACT US

AGENCY CONTRACT POST

The contract was successfully added.

Cantinue |

Click: Cantinue

“Add Contract Information —without a Bid Notice” is now complete.

BID MENU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT(S)
MAINTENANCE MENU

Add Contract Information - without a Bid Notice

Add Contract Information - with a Bid Notice

Update Contract Information

Public Agency Contract Menu

Return to Main Menu

ract_maintenance_menu |

This will return to the Agency Contract Menu.
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Add Contract — With a Bid Notice

Login to the GPR system and access “The Georgia Bid Posting System.”

The Georgia Bid Posting System

Many of the Bid Docurnents contained herein are available in Portable Docurnent Format (PDF) files. The
Adobe Acrobat Reader is required to view and print PDF files. Download the free Adobe Acrobat Reader from
the Adobe Web site, if necessary.

AGENCY LINKS TO THE PROCUREMENT REGISTRY

Customnize a Procurement Registry for your Government Entity.

POSTING BID NOTICES AND DOCUMENTS

Bid Processing

Scroll to the bottom of the screen

GOVYERNMENT UNIT INFORMATION

Agency Information

Edit Agency Information

Agency APC [Agency Procurernent Officer) list and Emnail APO
Wendor Sourcing Madule (List and/or Ernaill

MIGP key word search and Wendor Sourcing Module (List and/or Ernail

Wendor List (camplete]) This may take several minutes,
Cormplete 5 digit NIGP list
SrTEE Meny

Agency Contrack Menu

PR_rnain_rnenu

Click: Aqgency Contract Menu:
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The following screen appears:

peliveRyt -

BID MENU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT(S)
MAINTENANCE MENU
Add Contract Information - without a Bid Notice

Add Contract Information - with a Bid Notice

Update Contract Information

Public Agency Contract Menu

Return to Main Menu

ontract_maintenance_menu

Click: Add Contract — with a Bid Notice

The following screen will appear:

-
|
|

o tRERY D
pel 1\_’8{%

BID MENU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT(S)

Bid Search

Bid Lookup | Reset |

Enter at least 3 characters of the desired Bid Number“

Enter at least 3 characters of the desired Bid Number in the blank field.

Click: Bid Lookup |
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The following screen will appear:

r(—\f~~, ~ rf"f‘

peliveRy B - o
BID MENU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT
Add an Agency Contract

Process Selected Bid | Return for a different search

Select the Appropriate Bid from the List Below

Select Agency Bid Bid
Number Titde

None selected

JUVENILE 46100-030-0000000367 13 inch TV/VCR Combo
JUSTICE,DEPARTMENT OF

JUVENILE 46100-030-0000000445 13 inch color TV/VCR combo
JUSTICE,DEPARTMENT OF

U NBENTIE BEAAEAIAN-NAD. 16T ATE EAAN BTN (1AMN-MAD LY

To view the bid document, double click the bid name under the Bid Title column.

To attach the bid number to the Agency Contract, click the appropriate radio button.

Click: ‘ Ptocess Selected Bid |

The following screen appears:

w‘ 1V8| U >
BID MENU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT

An Agency Contract was established.

MNext Step |

Click:
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The following screen appears: (Detailed instructions on following page.)

BID MENUI BROWSE FOR BIDS

AGENCY CONTRACT UPDATE

Update Contract Information | Feset |

' thange NIGP assignment ©® No change ta NIGP assignment

NIGP Code Description
90321

Contract Bid Process RFQ

Contract Purchase Type [y

Contract Category Type Canstruction, Public Warks ARE
Contract Agency AGRICULTURE,DEPARTMENT OF
Contract Title

IExtenS\Dn of Two Drying Sheds
tontract Number |40200-524-0000000456

Cantract Effective Date (mmddyyyy) [p2- o5 'IZDDS
Contract Expire Date (mmddyyyy) 06 |30 ,Iggga
Cantract Value (To the nearest dollar) 20000 g0

Buyer assigned to the Contract

~ Maone assigned
¢~ CRANE CAROGLYN

@@ HUNNICUTT  ANITA

Contract Summary Description

Drying Sheds located in Albany, Georgia.
Addition to mwain building.

Keywords for Search

Drying Shed

Contract Comments {optional )

/R
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Detailed instructions for Adding Agency Contracts

With a Bid Notice

NIGP Assignment  System defaults to “No Change to NIGP assignment”

. Change MIGP assignment % Mo Change to MIGP assignment

To change or add additional NIGP codes

Click:

® Change MIGP assignment T Mo Change to NIGP assignment

And select the appropriate 5 digit NIGP code or codes.

Contract Title:

Contract Number:

Contract Effective Date:

Contract Expiration Date:

Contract Value
Contract Buyer:
Contract Summary
Description:

Keywords for Search:

Contract Comments:

Click:

Defaults from the bid posting information. Title can be
changed if necessary.

Defaults from Bid Number.
Enter the effective date for this contract.
Enter the expiration date for this contract.

Enter to the nearest dollar value the amount of the contract.
(Numeric Only)

Defaults from Contact Person listed on the Bid Information
To change buyer, select from drop down list.
Enter a detailed description for this contract. (Required)

Enter the word or words that enable users to search for this
contract. (Required)

Add any additional information or comments about the
contract. (Optional)

Update Contract Information |
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The following screen will appear:

1

. "'74 V \‘
(sf‘r“hfwf»- r~r~‘-r~ @4}\ **"TN
L el iveRpu & v ' :

My 1,5"'\

BID MENU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT POST

The contract was successfully Processed.

Return to Main Menu I

Public Agency Contract Menu

CY_contract_post_update

To view all agency contracts, click the Public Agency Contract Menu button.

The automated process for entering agency contracts with a bid notice into the Georgia
Procurement Registry (GPR) is now complete.

Click: | Retumnto Main Menu |
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Update Contract Information

Login to the GPR system and access “The Georgia Bid Posting System.”

The Georgia Bid Posting System

Many of the Bid Docurnents contained herein are available in Portable Docurnent Format (PDF) files. The
Adobe Acrobat Reader is required to view and print PDF files, Download the free Adobe Acrobat Reader from
the Adobe Web site, if necessary.

AGENCY LINKS TO THE PROCUREMENT REGISTRY

Customnize a Procurement Registry for your Government Entity.

POSTING BID NOTICES AND DOCUMENTS

Bid Processing

Scroll to the bottom of the screen

Click:

GOYERNMENT UNIT INFORMATION

Agency Information

Edit Agency Information

Agency APC [Agency Procurernent Officer) list and Emnail APO
Wendor Sourcing Madule (List and/or Ernaill

MIGP key word search and Wendor Sourcing Module (List and/or Ernail

Wendor List (camplete]) This may take several minutes,

Complete 5 digit NIGP list
SroroTE TEny

Agency Contract Menu

PR_rnain_rnenu

Aqgency Contract Menu:
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The following screen appears:

Click:

peliveRt
- L
BID MENU BROWSE FORBIDS CONTACT US

AGENCY CONTRACT(S)

MAINTENANCE MENU

Add Contract Information - without a Bid Notice

Add Contract Information - with a Bid Notice

Update Contract Information>

Public Agency Contract Menu

Return to Main Menu

ntract_maintenance_menu

Update Contract Information

Click:

R_AGENCY _contract_display - Microsoft Internet Explorer i _1=]x]
Eile Edit Wew Favorites Tooks Help |
daback -~ = - (@D [0 4| Qioesrch GFavorites @media (4| - & =0

address [] http:fprocurementtest/PR_AGENCY_contract_display.jsp?whereTo=update

BID MENU BROWSE FOR BIDS

AGENCY CONTRACT(S)

Maintenance Selection

Feturn to Menu

Agency Bid Number Contract Title
Click to view Agency Information click to view bid Click to view contract

AGRICULTURE,DEPARTMENT OF 40200-524-0000000457 (21 foot Drying Trailers

40200 BELINDA--LUNCHEON
AGRICULTURE,DEPARTMENT OF 40200-524-0000000457 |21 foot Drying Trailers

40200 BELIMDA--LLINCHECHN

AGRICULTURE,DEPARTMENT OF 40200-524-0000000456 |Extension of Two Drying Sheds

40200 CAROLYH--CRANE
AGRICULTURE,DEPARTMENT OF 40200-524-0000000456 |Extenzion of Two Drying Sheds

[& [ [ [BE ocalintranet

Bid Description link under Contract Title column.
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The following screen appears. (Detailed instructions on the following page.)

BID MEMNU BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT UPDATE

Update Contract Information | Reset |

o Change NIGP assignment & o Change to MIGP assignment

NIGP Code Description
07063

Contract Bid Link
Contract Bid Process
Contract Purchase Type
Contract Category Type
Contract Title

Contract Number
Contract Agency

Contract Buyer

Contract Effective Date
(mmddyyyy)

Contract Expire Date
(mmddyyyy)

Contract Value (To the nearest

dollar)

40200-524-0000000457
RFQ

WA

Commaditias

IZT foot Drying Trailers
40200-524-0000000457

I4DZUU—AGRICULTURE,DEPARTMENT OF
[ RUNNICOTT—ANTA =]

o7 o e

[l ol

Contract Summary Description

Keywords for Search

Trzilers 21 foot in length, hlack in color

trailer

Contract Comments (optional)

N/L

Process Contract Information
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Detailed instructions for Updating Contract Information

NIGP Assignment  System defaults to “No Change to NIGP assignment”

. Change MIGP assignment % Mo Change to MIGP assignment

To change or add additional NIGP codes

Click:

« Change MIGP assignment T Mo Change to NIGP assignment

And select the appropriate 5 digit NIGP code or codes.

Contract Title:

Contract Number:
Contract Agency:

Contract Buyer:

Contract Effective Date:

Contract Expiration Date:

Contract Value
Contract Summary
Description:

Keywords for Search:

Contract Comments:

Click:

Defaults from the bid posting information. Title can be
changed if necessary.

Defaults from Bid Number.
Defaults Agency Name

Defaults from Bid Posting
To change buyer, select from drop-down list.

Enter the effective date for this contract.

Enter the expiration date for this contract.

Enter to the nearest dollar value the amount of the contract.
(Numeric Only)

Enter a detailed description for this contract. (Required)

Enter the word or words that enable users to search for this
contract. (Required)

Add any additional information or comments about the
contract. (Optional)

Update Contract Information |
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The following screen will appear:

/3 PR_AGENCY_contract_post_update - Microsoft Internet Explorer 18l x|
File Edit View Favorites Tools Help [ Close
GBack + & - @ (@ A Qoearch GFavortes Preda (4| BN & =1 =

Address I@ http:ffprocurementtest/PR_AGENCY_contract_maintenance_nigp3.jsp?contractBidProcess=RFQ&contractPurchaseType=N%2F A yType=( diti ;I ?G\) | Links >

]| &psearchwed | §3 | Br¢iblocked {EJaviorl | Fdoptions 2

Google - |

{1 1 a |

S .

Sy .5 ~
BROWSE FOR BIDS CONTACT US

AGENCY CONTRACT POST

The contract was successfully Processed.

Return to Agency Contract Menu

Public Agency Contract Menu I

0 i | Local intranet.

@

The automated process to Update Contract Information is now complete.
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Public Agency Contract Menu

Login to the GPR system and access “The Georgia Bid Posting System.”

The Georgia Bid Posting System

Many of the Bid Docurnents contained herein are available in Portable Docurnent Format (PDF) files. The
Adobe Acrobat Reader is required to view and print PDF files, Download the free Adobe Acrobat Reader from
the Adobe Web site, if necessary.

AGENCY LINKS TO THE PROCUREMENT REGISTRY

Customize a Procurement Registry for your Government Entity.

POSTING BID NOTICES AND DOCUMENTS

Bid Processing

Scroll to the bottom of the screen

Click:

GOYERNMENT UNIT INFORMATION

Agency Information

Edit Agency Information

Agency APC [Agency Procurernent Officer) list and Emnail APO
Wendor Sourcing Madule (List and/or Ernaill

MIGP key word search and Wendor Sourcing Module (List and/or Ernail

Wendor List (camplete]) This may take several minutes,

Cormplete 5 digit NIGP list
SrTete Menu

Agency Contrack Menu

PR_rnain_rnenu

Aqgency Contract Menu
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The following screen appears:

peliveRt -
-
AGENCY CONTRACT(S)
MAINTENARNCE MENU

Add Contract Information - without a Bid Notice

Add Contract Information - with a Bid Notice

Update Contract Information

Public &gency Contract Menu>

Return to Main Menu

Click: Public Agency Contract Menu

BID MENU BROWSE FOR BIDS CONTACT US
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Five (5) different methods are available to search for Agency Contracts.

Department of Administrative Services
State Purchasing Office

200 Piedmaont Avenue, SE, Suite 1308 West Tower

Atlanta, Georgia 30334-3010

Phone: 404-657-6000

Fax: 404-657-8444

Trust » Excellence = Service

AGENCY CONTRACTS

If you have guestions pertaining to a specific contract, please contact the State
Purchasing Buyer identified in the contract information, or contact the State Purchasing
office at 404-857-5000,

Choose one of the methods below to access Agency Contracts

Display | List Agency Contract(s)

(& active O Inactive O al) SortBy: @ alpha by Title © Expire Date ¢ Effective Date © Contract Number
Display |Li5t of 5 Digit NIGP codes assigned to Agency Contract(s)
Display |Search for Agency Contract{s) by keyword
Display |Search for Agency Contract{s) by Major NIGP Category
Display |Search for Agency Contract{s) by Agency

Display |Georgia State Purchasing \Web Site

PR_AGENGY_contract_menu

This menu is also accessible on the DOAS website for viewing purposes only.
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